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APPENDIX M

DESK TOPPROCEDURESTO COMPLETE THE UNIQUE PAY STATUS
TRANSACTIONREPORT (UPSTR)

A. Generdl

1 Thisappendix isintended to serve asadesktop procedureto assist thefinanceclerk in
successfully correcting or maintaining accountsthat appear on the UPSTR. Itsintent isto guidethe
disbursing/financeclerk incompleting thecyclic management reports. Itisnot theonly way inwhich
someof theseconditionscan becompleted; however, compliancewiththeseguidelinesshouldresultin
the successful completion of the various conditions.

2. Thedisbursing/financeofficer'srece pt of an UPSTR givesthedisbursing/financeofficer
theauthority totakeany action necessary to correct themember'saccount (it doesnot requirethe
solicitation of aNAV M C 11116 fromthecommanding officer beforethedisbursing/financeofficer
makesan adjustment). However, theremay beoccasionswhenthe commanding officer will needto be
involved. All errors/discrepanciesmust be corrected within 72 hours (3 working days) from the date
that they are detected and when completed retain the
report for the current plus the past two months.

B. Background. The UPSTRisproduced eachMCTFScycle, it will identify thoseitemsdealing
with amember's pay status. For example, unauthorized absence (UA), in-hands of civilian authorities
(IHCA), in-handsof foreignauthorities(IHFA), toand from confinement entries(CNFT NJP, AAHA,
SCM, SPCM, GCM), appellateleave, andtimelost. Formerly, timelost entriesappeared on both the
ADF, ICRand UPSTR, but dueto thefact that the UPSTR provides much moreinformation

surrounding thereasonfor thetimelost, it hasbeen removed fromthe ADF/ICR and now only appears
onthe UPSTR. The UPSTR providesthefinance clerk with an in-depth knowledge of what is
occurringwithamember'saccount and showsupdatesimmediatel y upontheunit reportingtheentry.
Additionally, evenif anitemfailsto postto MCTFS, theentry will still posttothe UPSTR. Thisallows
the disbursing/finance officer to be more pro-activein assisting the commander when potential problems
existwithanaccount. For example, if thecommanding officer reportsamember to appel lateleaveand
that entry fails, by working the UPSTR, thedisbursing/finance officer can immediately change the
member's POE to accrue-al-central and advisetheadministrativeunit of theaction necessary to correct
theappellateleaveentry. Thisreducesthe potential of an overpayment at discharge.

NOTE : The accounts that appear on the UPSTR represent the
potential for severe overpayment if not monitored
carefully.

C. TheDisbursing/Finance Officers’ Requirement For Working TheUPSTR
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Toproperly monitor theaccountsthat appear onthe UPSTR, thedi sbursing/financeofficer will be
required to maintain asuspensefile. Thissuspensefilecan beintheform of aspreadsheet or an actual
pay record being maintained withinthefinanceoffice. Itisrecommended that the suspensefilebe
maintained by either the NCOIC/OI C of the pay section or theinternal control section of an office.

D. Incidents That Must Be Maintained In The SuspenseFile
1 ToUA/IHCA /desertion/confinement/IHFA/appel | atel eave.
2. FromUA/IHCA/desertion/confinement/IHFA.
3. Timelost.
4. Report of Resultsof Trial from SJA/LSSS.
E. Managing The Suspense File

1 Appellate Leave. Upon receipt of an UPSTR reporting amember "TO APPL LV"
take the following action:

a Verify if the appellate |leave entry posted to MCTFS. Whenamember is
reported to appellate |eave, entitlement to pay and allowances should stop. Note, however, that even
thoughtheentry appearsonthe UPSTR, it doesnot necessarily meanthat it posted properly within
MCTFSandtherefore, itisnecessary for thedisbursing/financeofficer to research thisissue.

b. Determineif apayment isscheduled for rel ease after the appellateleave
effectivedate. If so, thedisbursing/financeofficer must determineif itisalegitimatepayment (e.g., isthe
member entitled to that money even though they are now on appellate leave). If the payment isnot
legitimate, thedisbursing/financeofficer should makeevery efforttorecover that payment.

C. Ifthe"TOAPPL LV" entry did not post to MCTFS, the disbursing/finance
officer must immediately change the members POE code to accrue-al-central. Thiswill eliminatethe
potential of erroneouspaymentscontinuingto post toamember'sdirect deposit account after they are
in an appellate | eave status.

d. After the POE code has been changed to accrue-dl-central, the
disbursing/financeofficer should advisetheadministrativeunit via(e-mail or discrepancy notice (DN))
that their entry hasfailedto post. Additionally, thedisbursing/financeofficer shouldtry toassistthe
commanding officer in correctingtheerror. Typically, thereason that thecommanding officer's
appellateleaveentry failsisdueto theincorrect computati on of thenumber of daysof leavethat the
member will have due at discharge when they report the appel lateleave entry. For example, a member
hasaleavebalanceof 2.0 on January 31, 2001; themember issent"TO APPL LV" on February 20,
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2001, inthiscasethemember'sleave bal anceat dischargewould be 4.0 (2.0 + 2.0 number of daysthe
member can accruein February) but the administrative unit reports"TO APPL (5.0)." Thisentry would
fail and, unlesscorrectiveactionistaken, themember's pay and allowanceswoul d continueto accrue.
Thisiswhereaproactivedisbursi ng/financeofficer can assi st thecommander inreducing our out of
service debt.

e Oncetheaccount hasbeenterminated (e.g., no pay and allowances
areaccruing) therecord can be discarded.

2. UA/Deserter/IHCA/IHFA Entries

a Uponreceipt of an UPSTR that containsan entry reportingamember "TO" one
of the above categories, take thefollowing action:

(1) Open atemporary fileand obtain the most current LESviaCICS.

(2) Record theinformation contained on the UPSTR onthe LES (to includethe
cyclenumber and date). For example:

CYCLE #004 DTD 20010105
TO UA 0730 ED 20010105

(3) If you aremaintaining asuspensefileintheform of aspreadsheet, review
themember’ smost recent L ESand then record themember'sname, rank, social security number, time
and date of UA, and the cycle number and date on the spreadsheet.

(4) Review the DD/EFT traceinquiry in CICSto ensurethat no monieswill be
depositedintothemember'saccount. If money isscheduledfor deposit, follow theguidelinesin chapter
5 of thismanual to place atracer action on the deposit to recover the funds.

(5) Takeactionto cancel acheck if the member actually receivesone.

(6) Review themember’ saccount monthly, upon receipt of theLES, if the
member remainsin one of these categoriesfor an extended period. If you are maintaining an actual file,
printtheLESandincludeitinthefile. If you are maintaining theaccount on aspreadsheet, annotateit
to show that the L ES has been reviewed.

*NOTE 1 When the 60th day of desertion arrives, a member in a
deserter status may be removed from the suspense file.
Upon return from desertion, the member should once
again be placed in the suspense file for appropriate
finance officer action.
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*NOTE 2.When a member has been in an IHCA/IHFA status for 6
months and no further action is being taken by the
finance officer, the member may b removed from the
suspense file. Upon return from an IHCA/IHFA status,
the member should once again be placed in the suspense

file for appropriate finance officer action.

b. Uponreceipt of an UPSTR that isbringing amember "FROM" oneof the
above categories, take thefollowing action:

(1) Recordtheinformation contained onthe UPSTR onthemost recent LES
(toinclude cycle number and date). For example:

CYCLE 007 DTD 20010110
FR UA 1200 ED 20010110"
TL 20010105 TO 20010109 REASON 1

* (2) Calculateand verify thenew PEBD, ECC, and leave balance upon
posting of theentry. Verify if theinformation hasposted correctly. 1f thePEBD, ECC, andleave
bal ance haveadjusted properly, removethefilefrom suspense. If somethingdid not adjust correctly,
make the necessary adjustments.

NOTE: When the UPSTR shows a member returning from
UA/desertion,

etc., and it is determined that something is wrong,

(e.g.,
no time lost was reported or the time lost that was
reported with the incorrect dates), a pay advisory (via
DN
or e-mail) should be sent to the administrative unit.
A
copy of the pay advisory should be maintained in the
member's file until the corrective action has been
taken

to report the entry properly

For example, thefollowing entrieswerereported on anindividual :

TO UA 0700 ED 20010105
FR UA 1200 ED 20010110
TL 20010105 TO 20010110 REASON 1
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When thistime lost entry isreported, it will fail becausethe date 20010110isaday of duty, not time
lost (theday amember returnsfrom UA/deserter/confinement isalwaysaday of duty regardlessof the
timethey return). Thistimelost entry should have been:

TL 20010105 TO 20010109 REASON 1

Although the commanding officer will receivean error ontheir DFR, inan effort towork together and
assist theadministratorsinthe proper payment of members, send an advisory noticetothe
administrative unit to let them know that the time lost entry was erroneous and advise them of the
correctiveaction necessary. If noactionistaken by theadministrativeunit 10 daysafter theinitial
advisory noticewas sent, send asecond advisory notice. If thisproducesnoresults, theadministrative
assi stanceteam should be contacted to assist the unit in taking the corrective action.

C. If spreadsheet isbeing used asasuspensefile, make sureto record thetime and
date that the member returned from UA/timelost and include the cycle number and date on the
spreadsheet. Also, calculateand verify thenew PEBD, ECC, andleavebalanceupon postingthetime
lost entry and annotatethisonthespreadsheet. Uponrecei pt of themember’ snext LES, verify that the
information posted correctly. If itisnecessary to submit apay advisory because of incorrect reporting,
theadvisory should bemaintainedinanelectronicfileuntil thecorrectiveaction hasbeentaken. All
other actionsthat need to be taken shoul d be consi stent with the guidance provided above.

3. Confinees. Upon receipt of an UPSTR that containsan entry reporting a
member "TO CNFT", take the following action:

a Follow the proceduresoutlined inthe section for membersthat werereported
"TOUA" except for paragraphsE.2.a. (4) and (5). Itisnot necessary to remove amember from
DD/EFT or to recover any paymentsviatracer action.

b. Follow the proceduresoutlined inthe section for membersreturning"FR UA."

NOTE : It is important to remember that all periods of
confinement are NOT time lost. The only periods of
confinement that are considered as time lost are those
periods of confinement of more than 1 day (24

consecutive
hours) while awaiting trial (if the trial results in
conviction) or confinement as the result of a court-
martial sentence. The most common error that you will
find is when the member was in confinement for a
nonjudicial punishment (NJP), or awaiting action of

higher
authority (AAHA) and a time lost entry was reported.
Once
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again, if the member was not found guilty at a court-

martial, then the time spent in the brig because of an
NJP

or AAHA is not time lost. And as such, their PERD,
ECC,

and leave balance should not be altered.

F. PEBD, ECC, And Leave Balance Adjustments With Time Lost. It isimportant to remember
that theadjustment for the PEBD and ECC for thetimelost arenot thesame. Thebasicdifferenceis
that the PEBD is abased on a 30-day accounting formulaand the ECC isbased on aday-for-day
accounting. Thismeansthat the 31st day of the monthisnot considered when adjustingaPEBD.
Additionally, inthemonth of February, consider the 29th and 30thwhen cal culatingaPEBD
adjustment.

1 Computing A PEBD For TimeLost. When computing the PEBD, it isimportant to
remember that the PEBD is based on a 30-day month. Inthefollowing example, the member's period
of timelost wasfrom 20001028 through 20001129. Sincethe PEBD isbased on a30-day month, the
actual number of days of timelost is32: those daysin October (October 28 through 30) and 29 days
in November (November 1 through 29). Once correct amount of days' timelost is determined, add
that number to the original PEBD. In this case, adding in the 32 days results in a new PEBD of
19990826.

0ld PEBD 1999 07 24
Number of days Time Lost for PEBD 32 day

New PEBD 1999 08 26

Although, the old PEBD wasin July (31-day month), when cal cul ating the PEBD adjustment, do not
count the 31st day (the PEBD is based on a 30-day month).

2. Computing An ECC For Time Lost. Asprevioudly stated, when counting the number
of daysof timelost when computing an ECC, count each actual day. Usingthesameexampleprovided
for the PEBD adjustment above, thedifferent way an ECCiscomputed will be shown. The period of
time lost was from 20001028 through 20001129. Since an ECC is based on an actua day-for-day
count withinamonth, the actual number of daysof timelostis33: four daysin October (October 28
through 31) and 29 daysin November (November 1 through 29). After the correct amount of days of
timelost isdetermined, add that number to theoriginal ECC. Inthiscase, the 33 daysresultsinanew
ECC of 20030825.

0ld ECC 2003 07 23
Number of days Time Lost for ECC 33 days

New ECC 2003 08 25
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Asyou can see, the member's old ECC wasin July (31-day month) and the 31st day of the month was
used in computing the new ECC. Again, the ECC is computed on aday-for-day basis.

3. Computing A Leave Balance For TimeLost. A member does not accrue any leave
during periods of time lost and leave is computed on a 30 day month. The following example is
provided for amember that goes UA from October 28, 2000 through November 30, 2000 resultingin
time lost from 20001028 to 20001129:

Members Leave Balance on 20000930 12.0
Leave accrue 10/1-10/31 + 2.5
Nonaccrural 10/28-10/30 (URD) - 0.5
Leave accrue 11/1-11/30 + 2.5
nonaccrual 11/1-11/29 (UA) - 2.5
Leave Balance on 20001130 S/BE 14.0

G. Report Of Results Of Trial (ROTS). Itisimperativethat the disbursing/finance officer get on
thedistributionlist of the SJA or L SSS (whichever sectionscoordinatesthedistribution of the ROTS).
Theinformation inthisreport letsthe disbursing/finance officer know who has been the subject of a
General, Special and Summary Court-Martial and the sentence that was imposed. By using this
information, thedisbursing/financeofficer will monitor those member's accounts and ensure that
automatic forfeitures, etc., are reported in atimely manner. The ROTS can be transmitted to the
disbursing/finance officer viae-mail (attachment). Upon receipt of the ROTS, the following action
should be taken:

1 Review theROT Sfor pertinentinformation, e.g., wastherean adjudgedforfeiture, does
the automatic forfeiture apply, the date when the automatic forfeitures should take effect. The
disbursing/finance officer must closely monitor all delayed forfeitures to prevent future
over payments, etc.

2. Determineif thismember isalready listed inthe suspensefile. If so, includetheROTS
inthemember'sfile. If maintainingtheROT Sonaspreadsheet, ensurethepertinentinformationfrom
the ROTSisincluded in the spreadsheet.

3. If the member was not previoudly listed in the suspensefile, thereceipt of thisROTS
will requirethat theadministrativeunittoreporta"TO CNFT" entry sincethese member will now be
confined serving a sentence. Monitor thediary retrieval system to ensurethe administrative unit has
reported the confinement entry.

4. If automaticforfeituresapply (and themajority of thetimethey will), makesurethat on

the 14™ day following the court-martial, the automatic forfeitureshave been reported. I the automatic
forfeiture has not been reported, send an advisory to the administrative unit to advise them of the
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requirement to report the automatic forfeiture in accordance with the ROTS and MCO P1080.40,
MCTFSPRIM. (Theappropriate TTC for reporting automatic forfeituresisTTC 257.)

5. The member’ s record should remain in the suspense file until the member has been
brought from confinement or transferred to another DSSN/RUC (e.g., member sentencedtolong-term
confinement).

H. Printing the UPSTR. The UPSTR can beprinted using INFOPAC. If you do not have access
to INFOPA Cyou canrequest it through your TASO. Whenrequesting accessto INFOPACItis
important to providethe appropriate Report | D and thereport titled as Systems Exception Report
(athoughthereportisstill titled as SystemsException Report, theactua informationistheUPSTR, i.e.,
weeliminated the conditionsthat wereno longer viable).

*1.  Thefollowing liststhe Report ID for the various disbursing and finance offices:

REPORT ID DSSN Disbursing/Finance Office
T7034PDC 6092 2nd FSSG
T7034PDE 6187 1st FSSG
T7034PDG 5136 Cherry Point
T7034PDH 6796 Miramar
T7034PDJ 6096 Iwakuni
T7034PDK 6795 K-Bay
T7034PDM 6167 MCSA
T7034PDO 6105 Quantico
T7034PDQ 5755 MCB Camp
Butler
T7034PDR 6160 3d FSSG
T7034PDT 6154 Beaufort
T7034PDU 5153 Paris|sland
T7034PDV 6798 San Diego
T7034PDW 6816 29 Pams
T7034PDX 6168 Yuma

2. Theuser will accessthereport inthefollowing manner:
Step 1. Access INFOPAC.
Step 2. Thefirst screenisthe”viewing menu." Placethe cursor onthereport/topicid

and enter theappropriatereport topicidfor your office (seelist above). Usethe<TAB> key to bypass
the version and section fields, thenreply "Y ES" to the threefieldstitled: display list of reports/topics,
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display list of versions, and display sectionindex. Pressthe<ENTER> key, andthe"Reports’ screen
will be displayed.

Step 3. Onthe"Reports' screen, the cursor will appear in the Option column, next to
your Report ID. If thecursor isnot next to your Report 1D usethe<TAB> or <ARROW> keysto
movethecursor to appropriateline). Typetheletter "X," then pressthe<ENTER> key. A screen
titled "Report Versions' will then be displayed.

Step 4. Onthe"Report Versions' screenthedate, time, devise, and status of report
versions, will belistedin descending order fromthemost recent totheoldest onfile. Thesereport
versionsrepresent actual cyclesthat have processed. Typetheletter " X" in the option areaadjacent to
thedate(cycle) that youwant to print, then pressthe<ENTER> key. A screentitled"Report Section
Index" will then be displayed.

Step 5. Fieldstitled Option, Section, Pages, and Descriptionwill bedisplayed below
the"Report Section Index" title. Typean"X" intheoption area, then pressthe<ENTER> key.

Step 6. "Start Of Report Pages,” followed by ablank screen, will then be displayed.
Pressthe <F8> key (page down) to movethe cursor to the actual UPSTR report. Beneath the UPSTR
report titlesaretheunit diary transactionsthat requireyour immediate attention.

Step 7. Printthereport in one of two different ways: (1) display eachindividual page
of the report using the <F8> key to view the subsequent pagesand useyour <Print Screen>command
to print theinformation, or (2) pressthe<F2> key. Thiswill causethe"Printing Menu" to appear. Use
the<TAB> or <KARROW?> keysto movethecursor nexttotheprinter field and typetheletter "0" (as
inoscar). Thecursor will movetotheonlineprinter ID field. Enter themainframeprinter 1D and then
pressthe<ENTER> key twice. Themessage"Print Request | sSubmitted” will appear at thetop of the
screen. Pressthe <F3> key to return to previous screens/menus.

3. To print older reports (shown on the Report V ersions screen by astatusof " Recall
Required"), typetheletter " X" intheoption areanext totheappropriatedate, then pressthe<ENTER>
key. Eventually the statuswill changeto"Available." Onceit doeschange, thereport can be accessed
and printed, as described above.

4, If you have been unableto print thereport, it will be necessary to print every date
(cycle) listed sincetheimplementation of softwarerelease 2-01 (since 20011017) to ensure the
suspensefileismaintained properly. Oncethishasbeendone, it will only benecessary to accessthe
first option date each time.

5. TonavigatewithinINFOPAC, keepinmind thefollowinginstructions:

F8 = PAGE DOWN
F7 =PAGE UP
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F11=MOVETO THERIGHT

F10=MOVETO THE LEFT

F3=RETURN TOPREVIOUSSCREEN (REPORT SECTION INDEX)
F2=PRINT
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